Foster Parent Shared Leave - Received

This document will cover how to enter Foster Parent Shared Leave — Hours Received in Leave Tracker.

1. In Leave Tracker, select the correct employee from your Keepee menu
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2. Select the “Properties” icon
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Personnel ID: Personnel ID Personnel ID
Anniversary: 5M12/2014 Anniversary: 1/20/2011 Anniversary: 8/1/2008
AL Accrual: 1066667 hrs AL Accrual: 12 hrs AL Accrual: 1333333 hrs
SL Accrual: 2 hrs SL Accrual: & hrs SL Accrual: 8 hrs

3. Click on “Transfers” tab
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Foster Parent Shared Leave - Received

View Change History

| Balances | ‘ Accruals | | Transfers | | Properties | | FYl |
Leave Transfers Fc-_ | Save All Changes |
Transfer Type History ':_Er:nl_;j:::
Sick Leave Buyout
Yea ion fo buyouf excess sick
rleav?;thmeeﬁecﬁwe date is always Add New EI'IDT
February 25th.)

Compensatory Time Buyout
{Yearly buyout of excess comp time. Add New Entry
The effective date is ususlly July Tst)

Donated Leave - Given
(Cedrick has donstsd shared leave fo Add New Entry
sameons slse)

Donated Leave - Returned
{Unused shared leave s being returned Add New Entry
to Cedrick)

Shared Leave - Received
Cedrick has been allocated shared Add New Entry
leave from the stafewide pooil.

Shared Leave - Returned
Cedrick is returning unused sharsd Add New Entry
leave fo the donor

Foster Parent Shared Leave -
Received
Cedrick has been allocated foster Add New Entry
parent sharsd leave from the statewide
paaol.

Foster Parent Shared Leave -
Returned
Cedlrick is refuming unused foster Add New Entry
parent shared leave to the statewide
pool.

Save All Changes

4. Click on “Add New Entry” under “Foster Parent Shared Leave — Received”
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Foster Parent Shared Leave - Received

View Change History

| Balances | ‘ Accruals | | Transfers | | Properties | | FYl |
Leave Transfers Fcn— | Save All Changes |
Transfer Type History ':_Er:nl_;j:::
Sick Leave Buyout
Yea ion fo buyouf excess sick
rleav?;thmeeﬁecﬁwe date is always Add New EI'IDT
February 25th.)

Compensatory Time Buyout
{Yearly buyout of excess comp time. Add New Entry
The effective date is ususlly July Tst)

Donated Leave - Given
(Cedrick has donstsd shared leave fo Add New Entry
sameons slse)

Donated Leave - Returned
{Unused shared leave s being returned Add New Entry
to Cedrick)

Shared Leave - Received
Cedrick has been allocated shared Add New Entry
leave from the stafewide pooil.

Shared Leave - Returned
Cedrick is returning unused sharsd Add New Entry
leave fo the donor

Foster Parent Shared Leave -
Received
Cedrick has been allocated foster Add New Entry
parent sharsd leave from the statewide
paaol.

Foster Parent Shared Leave -
Returned
Cedlrick is refuming unused foster Add New Entry
parent shared leave to the statewide
pool.

Save All Changes

5. Enter:
# of hours received
Date approved
A reason for the change
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Foster Parent Shared Leave - Received

Foster Parent Shared Leave - Received

I:I Hours received
I:ID Date approved (midfyyyy)

Please enter a reason for this change:

Save Changes

6. Click “Save Changes”.

Createdon 12/11/2017 Page 4 of 4



